Proof of scheduling meetings 
Email to members: 
To: member@gmail.com 
From: spandanm33@qmail.com 
Subject: Meeting schedules 
Greetings members, 


I'm sending this email to let you know about the meeting where you'll learn 
about the new product portfolio and other important details. On April 24 from 
10:00am to 12:00pm, the meeting will take place in the conference room. This 
email includes the agenda for the meeting. It will be a pleasure to see you. The 
conference room will host a meeting on information on product modifications. 
We will talk about the new product line and company developments at the 
meeting. All meeting materials will be included in this email. 


Regards, 


Spandan 


Email to customers: 


To: customer@gmail.com 


From: spandanm33@gmail.com 


Subject: Meeting schedules 
Greetings, 


I'm writing you this email to let you know about a meeting we'll have to discuss 
the new products and services the company is offering. The meeting will take 
place on April 24 from 10:00am to 12:00pm in the conference room. | wanted to 
inform you of the meeting. At the meeting, we'll talk about the new product line 
and planned company developments. This email will have all the meeting-related 
materials attached. The meeting space will be used for a discussion about 
product offerings and costs. To assist you in preparing, the meeting agenda is 
attached to this email. 


Regards, 


Spandan 


